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These RFP instructions have incorporated supplemental resources to assist those desiring to explore WIA more thoroughly. We have cited Internet web sites and included data and information on local workforce development activity. These are enclosed as References following these instructions.
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	Section 1 – OVERVIEW – THE MICHIGAN WORKS SYSTEM


The Michigan Works! System is a customer-driven workforce development system that serves employers and job seekers to ensure that employers have the skilled workers they need and workers have good jobs that provide economic self-sufficiency.

The heart of this system is the Michigan Works! Service Centers. There are over 100 Service Centers providing locally designed and operated services to meet local labor market needs.

· Employers seeking workers can post their job listings on the nation's first Internet-based public labor exchange.

· Job seekers can post their resumes for review by employers who are recruiting workers.

· Dislocated workers can get help finding new jobs through self-serve labor market information, help with job seeking skills such as resume writing assistance and, as appropriate, skills training. Individuals receiving public assistance receive help in finding and keeping employment.

· Young people can find information and assistance in making the transition from school to a good career

The Michigan Works! System is open to everyone for information gathering, local and state labor market information, and self-serve career information, including necessary skill levels for good jobs. Special attention is given to meeting the needs of Veterans and people with disabilities.

In the Kalamazoo-St. Joseph region (Kalamazoo and St. Joseph Counties) provides workforce and career development services through all of the major workforce development programs in the Kalamazoo-St. Joseph Michigan Works! Area in a seamless, easily accessible, and customized manner.

The Michigan Department of Labor and Economic Growth (MDLEG) is the lead agency in the implementation of the statewide Michigan Works! System.

The Kalamazoo-St. Joseph Workforce Development Board is the lead agency for the implementation of the Michigan Works! System in the Kalamazoo-St. Joseph Michigan Works! Area (MWA) that consists of the County of Kalamazoo and the County of St. Joseph.

· The County of Kalamazoo (Board of Commissioners) is designated as the “Grant Recipient” for the MWA. 

· The W.E. Upjohn Institute for Employment Research (Michigan Works!) is designated as the “administrative entity” (referred to as the “Michigan Works! Agency).”

The goal of the Michigan Works! System is that every entry point leads to services for our customers. Generally, this is achieved through One-Stop Service Centers located in each Michigan Works Area. The One-Stop Service Centers (also referred to in Michigan as “Michigan Works Service Centers”) encourage co-location, integrated services, and customer focus.

Michigan Works!’ focus is on providing information and resources to enable customers – job seekers and employers – to achieve economic security. Services from the state’s major workforce development programs are to be accessible in a seamless manner. A core set of services will be available, free of charge, to all that seek them.

See Reference 1, “Kalamazoo-St. Joseph Michigan Works!  System Structure” for more information on the local system.
	Section 2 – SCOPE OF RFP


A. SCOPE OF THIS RFP

One-Stop Service Centers are authorized under the Workforce Investment Act of 1998. The purpose of this RFP is to identify an entity that will be the designated One-Stop Service Center Operator for two Service Centers in the Kalamazoo-St. Joseph Michigan Works Area.

The Service Centers use the one-stop concept to bring together a variety of workforce development programs to a single point of access for customers.  The intent of this solicitation is to obtain a management entity that will provide on-site leadership of the two Service Centers in a manner that will enhance the performance of the Centers as well as improve the quality of customer service

1. This Request for Proposal provides instructions for the solicitation of a One-Stop Service Center Operator.

2. Only one service provider will be selected for the award of services identified in this RFP. The successful bidder will provide services specified in this RFP in all certified and satellite Centers in the Kalamazoo-St. Joseph Michigan Works! Area (Kalamazoo County and St. Joseph County).

3. The service provider selected as a result of this RFP must be physically co-located at each of the One-Stop Service Centers in this Michigan Works! Area.

4. This Request for Proposal is valid for a one-year period (Program Year 2009: July 1, 2009 through June 30, 20010).

5. Funding levels identified in this RFP are based on estimates determined by the Kalamazoo-St. Joseph Michigan Works! Area for all potential funding sources. Any award for services identified in this RFP is subject to the availability of state and/or federal funds for this purpose.

6. Specifications identified in this RFP are subject to change if funding is not available or if federal and/or state statute, regulation, and/or policies require programmatic adjustments at anytime during the life of this RFP.

B. MICHIGAN WORKS!  SYSTEM DESIGN

The Michigan Works! System is guided by the following principles:

· Use of an integrated service delivery structure in a partnership network (i.e., the “Michigan Works! System,” see Reference # 1)
· Customer-driven focus for services;

· Market driven through private sector leadership;

· Maximum use of resources through co-location; and 

· Accountability measured by results.

Access to the services within the following programs is included in the local Michigan Works! System. This may occur through a certified One-Stop Service Center (also referred to as a certified “One-Stop Service Center”) location, satellite site, or through referral.

C. ONE-STOP SERVICE CENTERS

“One-Stop Service Centers” are the physical location(s) where service providers of all “Core Services” are available for easy access by employers and job seekers. The Kalamazoo- St. Joseph Michigan Works! Area has two One-Stop Service Centers:

· Kalamazoo County, 1601 S. Burdick St., Kalamazoo

· St. Joseph County, 16587 Enterprise Dr., Three Rivers.

A One-Stop Operator is designated for the MWAs One-Stop Service Center system. The role of the One-Stop Operator is to coordinate a system of management, staff development, and use of common information systems among the partner agencies to support integrated service delivery and customer friendly service. 

While a separate provider will manage the operations of the Kalamazoo-St. Joseph One-Stop Service Centers, all partners physically housed at each Center have a shared responsibility to ensure that all customers are received and afforded services at the highest level possible. Partner agencies, individually and collectively, establish the “character” of the One-Stop Service Centers. 

To ensure that our One-Stop Service Centers maintain a character that is highly respected by customers and peers, each partner is expected to assist in the maintenance of One-Stop Operations, particularly in situations of peak customer demand or as assistance may be requested by the One-Stop Operator.

D. SERVICE PROVIDER ELIGIBILITY

In consideration of the importance assigned to this activity it is imperative that service providers possess a keen understanding of the requirements of the services requested, the customer service groups, and service strategies required. Service providers must demonstrate their capacity to address the demands identified in these RFP Instructions through their responses to these RFP Instructions.
E. FUNDING

1. Funding Sources

One-Stop Service Centers will be supported from resources allocated from all partner programs that are housed at the Centers:

· Workforce Investment Act

· Wagner-Peyser

· Temporary Assistance for Needy Families (TANF)

· State General Fund/General Purpose (GF/GP)

The Michigan Works Agency has determined the fair-share that will be contributed from each funding source to support space, utilities, maintenance and operation of the One-Stop Service Centers.

2. Funding Levels

$281,000 is being made available for the One-Stop Service Centers Operations as described in these RFP Instructions.
F. PERIOD OF PERFORMANCE

1. Operational Period

In order to provide an even distribution of annual solicitations, the period of this RFP is for program year PY2009. In 2010 an RFP for One-Stop Service Operations will be prepared for the full three year cycle.
· PY2009: July 1, 2009 through June 30, 2010
2. Contract Period

Initial agreements awarded through this solicitation may, at the discretion of the Michigan Works! Agency, be developed for a one-year period. 

G. ASSURANCES, CERTIFICATIONS, PROVISIONS, AND STIPULATIONS

The recipient of funds represented through this solicitation shall comply with the Assurances, Certifications, Provisions, and Stipulations required by statute and state policy (See Reference # 8).
	Section 3 - SOLICITATION SCHEDULE/ PROPOSAL CONTENT


A. SCHEDULE OF ACTIVITIES

To the extent possible, the following schedule will be followed for the administration of this Request for Proposal:

	RFP Instructions Released
	February 23, 2009 (Monday)

	Grant Preparation Workshop
	None Scheduled

	Proposals Returned
	March 23, 2009 (Monday)

	Proposals Evaluated
	March 31, 2009  (Tuesday) (Tentative)

	Notification of awards
	April 2, 2009 (Thursday) (Tentative)


This schedule will be adhered to as closely as possible. However, the Michigan Works! Agency reserves the right to make revisions without prior notification.

B. SUBMISSION DATE

1. Proposals must be submitted by 4:00 P.M., on March 23, 2009 to: Craig Schreuder, address: 222 South Westnedge Ave, Kalamazoo, MI  49007 in one (1) original (signatures) and one (1) electronic copy. 

2. Proposals must be complete, legible, and technically accurate at the time of submission. Each proposal will be reviewed as submitted. After a proposal is submitted, it may not be modified prior to review unless requested by the Michigan Works! Agency.

3. A proposal may be withdrawn from consideration for funding if the organization submitting the proposal transmits such a request in writing to the Contact Person.

C. LATE PROPOSALS

Proposals received by the Michigan Works! Agency after 4:00 P.M. EST on the date specified may not be considered for award under this solicitation. Any proposal received after this date may be evaluated only after all others, and may be considered based on funds available after award of other accepted proposals.

D. TECHNICAL ASSISTANCE

Organizations are responsible for the content and development of their own proposal.

1. Technical Assistance Timeline: Technical assistance will be provided through March 13, 2009.  The contact   personnel identified below will receive questions.  Only written questions via e-mail will be accepted. Responses that may have an impact on the interpretation or clarification of these RFP Instructions will be posted on the Michigan Works! Website (www.upjohninstitute.org/miworks) as they are requested.
2. Contact Personnel

For purposes of administering this solicitation, the individual(s) responsible for responding to any question that may arise during the preparation of proposals in response to this RFP is (are):

Craig Schreuder   MIWorks@upjohninstitute.org
E. PROPOSAL CONTENT & ORGANIZATION

All proposals shall be prepared to assure consistency and uniformity in terms of appearance and content. All proposals must be submitted in accordance with the following specifications.

1. Proposals must be typed, single-spaced on 8 ½ x 11" paper in 11 pt font with 1” margins all around.

2. Pages for the narrative response should be numbered consecutively.

3. Charts and/or graphs may be used if they convey required information. These should be provided as attachments to the narrative response.
4. Supplementary documentation as required by these RFP instructions is to be included as attachments to the proposal at the end of the proposal response.

5. Proposals are not to be bound in any format except by clip or rubber band.

6. All proposals submitted shall contain the following documents and be compiled in the following order:

a. Transmittal and Cover Sheet (Form A) (Do not provide a separate cover letter)

b. Performance Objectives (Form B)

c. Budget Documents

1) Wage and Benefit Detail (Form C-1A)
2) Budget Detail Worksheet (C-2)

3) Budget Summary (Form C-3)

4) Expenditure, Enrollment and Termination Schedule (Form C-4)

5) Budget Narrative (C-5)

d. Narrative Description of Proposed Services (Form D)

e. Conflict of Interest Statement (Form E)

f. Agency Information, Certification, & Experience (Form F)

g. Staffing Descriptions, Resumes, Organizational Structure (Form G)

h. Organizational Experiences and Demonstrated Effectiveness (as appropriate) 

i. Other Documents (as appropriate)

	Section 4 – PROPOSAL REVIEW AND EVALUATION 


A. TECHNICAL/COMPLIANCE REVIEW 

Proposals will be reviewed by the Michigan Works! Agency to determine: 

1. Adherence to the RFP Instructions,

2. All required documents and responses are complete, and 
3. Any requested references and supplemental documentation is provided and is complete.

B. MANAGEMENT CAPABILITIES (35%)

Services and management functions described in this RFP may be substantially different from services currently provided in the community. Because of this, the RFP evaluation will examine the management performance of each agency based on a review of the organization’s qualifications and experiences described in response to these RFP Instructions and any of the documentation provided with the proposal including: 

· Audit and Management Letters.

· Monitoring report(s) performed by an outside agency/third party.

· Performance data and reports.

· Results of recent customer service/satisfaction survey(s).
C. PROGRAMMATIC CAPABILITIES (35%)

Program Design (demonstrated understanding of required and optional services, administrative responsibilities, resource coordination and integration, customer service, staffing and management plan, budget, etc.)

D. PERFORMANCE OUTCOMES (10%)

Performance Objectives and Budget (Outcome expectations, expenditure and service level plan, etc.)

E. BUDGET PLAN (15%)

Budget documents demonstrate completeness and internal consistency, description of elements of expense are adequate enough to determine allowability of expenses and reasonableness for the activities proposed.

F. OVERALL ASSESSMENT (5%)

Assessment of overall proposal taking into consideration the proposals Executive Summary, quality of responses in the aggregate relative to completeness, consistency, reasonableness for the services proposed, cost and performance outcomes.
	Section 5 – AGENCY INFORMATION AND CERTIFICATIONS


Prior to contracting with any organization, the Kalamazoo-St. Joseph Michigan Works! Agency requires pre‑certification of the organizations ability to comply with State and Federal regulations in the following areas: 

A. FINANCIAL ACCOUNTING SYSTEM

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works! Agency must provide a copy of the most recent audit of the agency, or in the absence of an audit, a statement from a CPA that the agency/organization's accounting system and internal control procedures are adequate for the purpose of accounting for and reporting of Federal revenues and expenditures in compliance with generally accepted accounting procedures and Federal requirements.

B. PROGRAM AUDITS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works! Agency must provide copies of monitoring reports, performance reports, program (non-financial) audits, etc., that attest to your agency’s program operation capabilities. The documents must be relevant (i.e., address program operations that are the same as or substantially equivalent to those proposed) and current (i.e., not older than 2 years).

If none of these documents are available, provide a description of how your program activities and operations are reviewed for quality and customer satisfaction.
C. PROPOSAL SPECIFICATION CERTIFICATIONS AND EQUAL OPPORTUNITY

All agencies submitting a proposal in response to this RFP solicitation must sign the statement contained in Form A-1, “Cover Sheet and Proposal Certification” 

D. LEGAL STATUS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works! Agency must include the following information in the proposal.

1. Corporations (Profit or Non-Profit)

a. Articles of incorporation, together with any amendments.

b. Current bylaws

c. Other documents of legal status such as license for training institution and Internal Revenue Service forms for tax status.

2. Units of Government

a. Documentation of legal status such as license for training institutions or Internal Revenue Service forms for tax status, etc.

b. Authority to execute contracts

3.
School Districts

a. An indication of what class of school district it is (e.g., intermediate, first class, second class, etc.) That portion of its bylaws dealing with the execution of contracts.

	Section 6 – PROGRAM FEATURES & DESIGN


The objective of this procurement is to select a single entity to effectively and efficiently manage the Kalamazoo-St. Joseph One-Stop Service Centers and to deliver services solicited in this RFP. As the designated One-Stop Operator, the service provider is responsible for the delivery of services to all customers at the highest level of quality as possible. As the primary representative of the Michigan Works One-Stop System, the One-Stop Service Center Operator will perform the following functions:

A. DAY-TO-DAY MANAGEMENT

The One-Stop Operator is responsible for the coordination and management of day-to-day operations of the One-Stop Service Center including the coordination of facility usage in accordance with the “Certification Criteria for Michigan Works Service Centers” (Reference# 2).
NOTE: In their capacity as lessee of the One-Stop Service Center facilities, the Kalamazoo-St. Joseph Michigan Works Agency (Upjohn Institute) will assume specific responsibilities for addressing issues relating to One-Stop facilities. However, Michigan Works Agency personnel are not stationed at either One-Stop Service Center on a regular basis and are not responsible for day-to-day operation within the One-Stop facilities. Michigan Works Agency personnel will:

1. Serve as the liaison between the Service Center partners and the landlord including troubleshooting facility issues.

2. Serve as the liaison with non-MWA partners for space utilization (e.g., sub-lessees, AARP, UA Hearing Officers, etc.).

3. Assist in the identification of alternative sites for One-Stop Service Centers, auxiliary, or satellite One-Stop sites as may be required.

4. Obtain input from the ONE-STOP OPERATOR and partners on resources at the facility including: technology, security and safety, space allocation and usage, resource room, computer lab, staff training, etc.
B. FACILITIES MANAGEMENT

(A description of each One-Stop Service Center facility is provided at Reference # 6)
The One-Stop Operator will be responsible for the general oversight and management of two One-Stop Service Center facilities. This includes, but is not necessarily limited to:

1. The general condition/appearance of each One-Stop Service Center and take action as may be necessary to maintain a professional appearance and atmosphere.

2. Ensure that property, equipment, information and resources are maintained in good working order, easily accessible to customers, and are updated regularly.

3. Ensure that an effective contingency plans are in order to minimize any disruption in One-Stop Service Center activity in the event of natural or man-made disasters that would render the current facilities and/or any of it’s infrastructure functions inoperable for an extended period of time.

4. Ensure that One-Stop Service Center facilities are maintained in accordance with state and/or federal standards with respect to making resources fully accessible to all customers, signage, public relations/awareness, etc.

5. Ensure timely and efficient handling of incoming telephone calls.

6. Coordinate and schedule facilities usage to include classrooms, offices, and conference rooms.

7. Enforce procedural, conduct, and appearance policies of the State and/or Workforce Development Board.

8. Develop and maintain an up-to-date contact list of all the partners with each One-Stop Service Center location and distribute these lists among all partner agencies and the Michigan Works Agency.

C. RESOURCE ROOMS

Each of the One-Stop Service Centers must have a self-serve resource area or “resource room” which offers the following services to customers:

	· Labor exchange tools

· Computer applications software

· Resume writing software

· Career exploration software

· Job, career, and skill self-assessment tools

· Career, job, and labor market information

· Career planning information
	· Job search information

· Interviewing information

· Information on resumes, cover letters, etc.

· Information on job retention

· Directories

· Periodicals




Specific requirements include:

1. Career exploration computer applications to benefit job seekers, including Open Options and Career Portal 

2. Access to the Michigan Talent Bank, as required for core services

3. All certified One-Stop Service Centers and satellite offices must display the Career Portal  (http://www.michigan.gov/som/0,1607-192-29940---,00.html) as the homepage on at least 50% of the resource center computers.

4. Suggested materials for the Resource Centers are provided in Reference # 2, “Attachment A”.
5. Resource Centers must be readily accessible (near front entrance) and in close proximity of the receptionist, greeter, and/or navigator.    

6. To ensure that individuals can easily access needed services, One-Stop Service Centers must have staff available at all times to help customers navigate the Service Center system.

D. INVENTORY CONTROL 

The One-Stop Operator will be responsible for maintaining an up-to-date inventory of all equipment, property and resources assigned for one-stop activities in accordance with the MWAs “Property and Procurement Management Procedures.”

The One-Stop Operator will establish a process to review all equipment, property and resources on a regular basis to ensure that they are up-to-date and develop a schedule for periodic upgrades and/or replacements.

E. SYSTEM PROGRAMS, PARTNERS AND COORDINATION

The operations of the One-Stop Service Centers extend beyond the brick-and-mortar of the buildings that houses the organizations and activities. Effective management of the One-Stop System requires effective, efficient and full cooperation of all Partners. The One-Stop Operator is the recognized leader in this effort. However, many of the services and activities required of the One-Stop Operator cannot be achieved to their fullest extent without the assistance of all Partners.

1. The One-Stop Operator will make referrals to a variety of staff-assisted services programs and activities within the One-Stop Service Center. These include:

	· WIA Title I Adult, Dislocated Worker and Youth;

· Temporary Assistance for Needy Families (TANF);

· Food Assistance Employment and Training;

· Employment Service;

· Trade Adjustment Assistance (TAA);

· Vocational Rehabilitation;

· Career and Technical Education;

· WIA Title II Adult Education and Literacy and State Adult Education;

· Veterans Employment Service;

· WIA Title I funded Migrant and Seasonal Farm Workers;

· Senior Community Service Employment Program;
	· WIA Title I Job Corps;

· WIA Title I Veterans;

· WIA Title I Native Americans;

· Community Services Block Grant Employment and Training; and

· Housing and Urban Development Employment and Training, where available.

· Others as determined by the One-Stop Operator and/or the Michigan Works Agency; 
· Trade Adjustment Assistance, and

· Locally funded employment and training programs


2. The One-Stop Operator must establish and maintain a collaborative and functional relationship with the Michigan Works System Partner organizations and other workforce development entities that may be housed at the One-Stop Service Centers. Current One-Stop Service Center Partners, responsibilities and location are: 

	Agency Organization
	Responsibility
	Primary One-Stop Service Center Location

	Youth Opportunities Unlimited (YOU), Kalamazoo Regional Educational Services Agency (KRESA)


	Employment Services

Trade Adjustment Assistance

WIA Adult Services

WIA Youth Services

One-Stop Operator

No Worker Left Behind
	Kalamazoo and Three Rivers

	Human Resources Development Inc., (HRDI)


	WIA Dislocated Worker

National Emergency Grant
	Kalamazoo and Three Rivers

	Goodwill Industries of Southwest Michigan


	Job Employment and Training (JET)
Food Assistance Employment and Training
	Kalamazoo

	Lake Michigan College


	Job Employment and Training (JET

Michigan Prisoner Re-Entry Initiative(MPRI)
	Three Rivers

Kalamazoo and Three Rivers

	Michigan Department of Energy, Labor and Economic Development


	Michigan Rehabilitation Services

Veterans

Migrant and Seasonal Farm workers
	Kalamazoo

Three Rivers (Itinerate)

Kalamazoo (Itinerate)

	American Association of Retired Persons (AARP)
	Senior Community Services Employment Program
	Kalamazoo

	Kalamazoo Public Schools Adult Education
	GED Testing
	Kalamazoo


3. The One-Stop Operator will be responsible for convening and moderating a “Partners Workgroup” consisting of representatives from each partner agency located within One-Stop Service Centers and the Michigan Work Agency. The purpose of this workgroup is to ensure that ongoing dialoged is maintained among partners, obtain input from partners on the One-Stop Service Center activities, identify and schedule partner staff development, and discuss new and changing programs and activities within the Michigan Works System. That is, develop a foundation for a unified and collaborative One-Stop Service System.

F. ACCESSIBILITY AND INCLUSION

1. One-Stop Service Centers need to be inclusive of all customers to be effective. Inclusion honors and accommodates diversity. A universally accessible system requires meeting the diverse customer needs that exist within the local service delivery area, which includes the needs of individuals with disabilities, people of different cultures, and persons with barriers to employment. Where inclusion abounds, centers are welcoming, inviting, accommodating, and accessible to everyone.

2. As recipients of federal funds, Michigan Works! Agencies (MWAs) are required to comply with various regulations relating to non-discrimination, equal opportunity, and inclusion. The most critical of these regulations are:

· Implementation of the Non-Discriminatory and Equal Opportunity Provision of the 

· WIA of 1998 [29 CFR Part 37];

· Section 504 of the Rehabilitation Act of 1998, as amended

· Titles I and II of the Americans with Disabilities Act (ADA)

· Uniform Federal Accessibility Standards (UFAS)

Priority will be given to assuring that persons with physical, mental, cognitive and sensory disabilities will have full programmatic and physical access to all One-Stop Service Center services and activities. The commitment to adequately serving persons with disabilities extends beyond the specialized services of vocational rehabilitation.
G. CUSTOMER SERVICES 

The One-Stop Service Center must have an integrated system of customer access and awareness, including a common system telephone number, common publicity, and other tools, as necessary, to ensure that the One-Stop Service Center is highly visible and easy to locate and access.

The One-Stop Service Centers offer a broad range of integrated services that are provided free-of-charge to all employers to support economic and workforce development efforts. The One-Stop Operator is responsible for the following, most of which is in the form of information exchange:

1. Services for Employers

· Interview facilities at Service Centers;

· Access to labor market and related information through the Michigan Career Portal website;

· State and/or federally generated information on the Americans With Disabilities Act (ADA);

· Information regarding consultations on workplace accommodations for persons with disabilities;

· Information on and referral to business start-up, retention and expansion services;

· Information on and referral to sources for developing customized training programs;

· Information on and referral to career preparation activities;

· Information on Trade Adjustment Assistance (TAA) and certification;

· Information about incentives such as on-the-job training programs, based on worker eligibility; and

· State and/or federally generated information on tax credits for new hires.

2. Services for Individuals
Self-services are information and resources that are available to everyone free of charge. These self-services provide job seekers and other individuals with information and tools to further their job-finding efforts, including the use of electronic systems, printed, and audio-visual materials. .” Staff-assisted” services are the primary responsibility of other service providers to whom the One-Stop Operator will refer.

The One-Stop Operator is responsible for ensuring that “self-service” options and resources are available to all individuals:  

· Outreach, intake and orientation to the information and other services available through the One-Stop Service Centers;

· Information about program eligibility requirements and application procedures;

· Information regarding filing claims for unemployment compensation;

· Information relating to supportive services available in the local area, including child care and transportation, and referral to such services, as appropriate;

· Financial aid information;

· Oral interpretation and written translation services for persons with limited English speaking proficiency and individuals with sight, hearing and/or speaking impairments to ensure meaningful access to programs and services; (The MWA has reciprocal agreements with vendors for this service. The One-Stop Operator is responsible for ensuring that the services are accessed in a very timely manner, when needed)

· Use of the Michigan Talent Bank;

· Job, career, and skill self-assessment tools;

· Employer directories for job search, e.g., America’s Labor Market Information System (ALMIS) resources, Internet-based directories, and commercial products;

· Resume writing software and support materials (current);

· The Michigan Career Portal website and other state provided systems;
· Local human services directories;

· Job search and placement information and career counseling information, as appropriate;

· Workplace and other reasonable accommodations information;

· Regional and national labor market information, including job vacancy listings, information on the job skills necessary to obtain the jobs described in the job vacancy listings, information relating to local high-demand occupations and the skills required and earnings potential for such occupations; (MWA will assist)

· The Career Education Consumer Report (CECR), which provides occupational training, performance and program cost information on eligible training services providers;
· Performance information and program cost information on providers of adult education described in WIA Title II, providers of postsecondary career and technical education activities and career and technical education activities available to school dropouts under the Carl D. Perkins Vocational and Applied Technology Education Act (20 U.S.C. 2301 et seq.), and providers of vocational rehabilitation program activities described in Title I of the Rehabilitation Act of 1973 (29 U.S.C. 720 et seq.); (MWA will assist)

· Information regarding how the local area is performing on the local performance measures and any additional performance information regarding the local workforce investment system; (MWA will assist)

3. No Worker Left Behind
The One-Stop Operator is the first point of contact for individuals making inquiries regarding the Michigan No Worker Left Behind (NWLB) Initiative. Inquiries may be made in person or by telephone. Unless specifically informed by the Kalamazoo-St. Joseph Michigan Works Agency, there are no funding or geographic restrictions that would prohibit an individual from being proceeding through the NWLB process.

The One-Stop Operator shall ensure that all One-Stop personnel are fully aware of the NWLB guidelines, the public information available on NWLB, the local process for processing individuals having an interest in further participation. This includes the scheduling of individuals for NWLB Orientations, entering individual information on the One-Stop Management Information System (OSMIS), referral of individuals to appropriate partner agencies, etc.

H. PUBLIC INFORMATION AND MARKETING

The One-Stop Operator will support effective marketing of the “Michigan Works! Brand” that creates awareness in the marketplace and establish expectations among Michigan Works! customers concerning the types of services provided in the One-Stop Service Centers. Good marketing practices help insure One-Stop Service Centers’ continued success and visibility.  This includes adherence to the following criteria (Additional technical requirements are described in Reference #2):
a. All marketing strategies will be coordinated between the One-Stop Operator and the Workforce Development Board’s Marketing Committee.

b. All publications, websites and signage must distinguish between certified One-Stop Service Centers and Michigan Works! Satellite offices.

c. One-Stop Service Center signage must be sufficiently prominent to assure customer recognition of the location, and if possible, should be larger in size than the signage of any other programs. 

d. The Michigan Works! name and logo must be included on various forms, communications and publicity materials, along with the state required taglines recognizing funding source, equal opportunity and other appropriate nondiscrimination/equal access notices.

e. All telephone greetings must incorporate the Michigan Works! System identity and any other identity as may be required by the State.
f. One-Stop Service Centers will, as appropriate, send publicity materials deemed as best practices and success stories to the Michigan Works! Agency.

g. The One-Stop Operator is responsible for developing and implementing a wide-range of strategies for the purpose of marketing One-Stop Service Center services and the Michigan Works System. The One-Stop Operator marketing strategies will focus on the Michigan Works System in general, but not on individual programs within the system. Targeted marketing of individual programs is the responsibility of each of the program partners.

I. MEMORANDUM OF UNDERSTANDING: RESOURCE INTEGRATION 
Integrated service delivery is a key component of a demand-driven workforce investment system.  Service integration ensures that program and community resources are utilized effectively to create human capital solutions for businesses, industry, and individual customers.

All One-Stop Service Center Partners must enter into a One-Stop Memorandum of Understanding (MOU) with the Michigan Works Agency. Key elements of the MOU include:
a. One-Stop Operators responsibilities
b. Michigan Works Agency responsibilities

c. One-Stop System Partners, and related programs

d. One-Stop Srvice Center Logistics (Room Scheduling, Communications and Data Systems, Common Calendar, etc.)

e. Partner Roles and Responsibilities (Staffing and Professional Development, Referral process, Resource and Cost Sharing
f. Marketing
Unless a revision is determined necessary by the Michigan Works Agency, the current One-Stop Memorandum of Understanding will remain in effect through June 30, 2011.

J. ANNUAL CERTIFICATION

One-Stop Service Centers will be certified annually, effective January 1 of each year, based on the service center requirements outlined in the current Bureau of Workforce Programs policy issuance (See Reference # 2). MWAs must verify that each service center location listed in their areas meets these requirements by submitting a self-certification checklist (Reference #2, Attachment B) for each location.  The One-Stop Operator will assist in the completion of this certification process.
K. ADMINISTRATIVE AND MANAGEMENT REQUIREMENTS

1. Quality Assurance and Accountability

a. Because the Michigan Works System is a “customer-driven” system, it is imperative that high quality services are performed, monitored and maintained. Service providers will establish and administer a structured, “pro-active” customer satisfaction and service accountability system that measures the quality of services provided.

b. The service provider may establish a system or use an existing system (e.g., “Simply Better! - An Initiative for Continuous Improvement,” “Malcolm Baldrige Quality Award,” “Total Quality Management,” etc.). However, any system used must include the following:

(1) Accurate identification of performance measures based on customer needs.

(2) Method of measuring customer satisfaction on a regular and ongoing basis of both employers and job seekers.

(3) Use the data generated through state developed systems of measuring customer satisfaction, such as the Mystery Shopper for the purposes of monitoring customer service levels and implementing service improvements for employers and job seekers.

(4) Process for reporting results of evaluations to all System Partners on a quarterly basis.

d. The One-Stop Operator will track effectiveness using monitoring data, Statewide reporting data, customer feedback (client and employer focus groups and survey results), and feedback from the general public.

e. Protect customer confidentiality, as required by state and federal law and regulations, and other considerations as described in interagency agreements for information sharing.

2. Internal Monitoring Mechanisms and Responsibility

The service provider will establish internal procedures, which will ensure the following, are addressed:

a. Compliance with Federal, State and local policies and regulations

b. Required program reports and assessments

c. Monthly financial reports, invoices and budget changes

d. Certification Criteria for One-Stop Service Center 

e. Inventory

f. Outreach and recruitment

g. Performance outcomes

3. External Responsibilities

a. The Michigan Works! Agency retains the overall authority for monitoring the performance of activities within this agreement. Michigan Works! Agency staff will monitor program and fiscal activity. The Workforce Development Board will provide on-site monitoring of activities conducted under this agreement. Monitoring activities will be conducted through on‑site evaluations and the desktop review of program reports.

b. The MWA will provide written notice of formal monitoring visits, including those performed by the state or other external entities. However, unannounced observations and visits may be conducted periodically for assessment and general information purposes.

4. Internal Management and Reports

a. The service provider will establish such internal management procedures as are necessary to ensure that the tasks and functions described above are discharged in a timely and accurate manner and which maintain the highest level of integrity.
b. The service provider will prepare and submit to the Michigan Works! Agency the following reports.

NOTE: While the following reports may contain specific performance outcomes that may be derived from internal data and/or worksheets, the only data that the MWA and the State will consider as “official” is that which is drawn from the statewide One-Stop Management Information System (OSMIS).

(1) Quarterly Assessment Report: A narrative description of performance during the preceding quarter including:

(a) General administrative comments and observations;

(b) Statements on program operations;

(c) Quantitative enrollment and termination activity by component; problem areas and accomplishments;

(d) Comments on status of any corrective action, with or without direction from the One-Stop Operator; and

(e) Other qualitative and quantitative analysis that may not be provided through other reporting formats. Due on the 10th business day of January, April, July, and October.

(f) Identification of “Best Practices” and “Success Stories” of employers and/or individuals. These elements may be required on a more frequent basis (two-times annually, quarterly, etc. as determined by the state).

(2) Invoiced and Uninvoiced Cost Reports: Report of accrued and actual expenses for a specified period. Used to assess expenditure experience as well as expenditure compliance. Invoices and documentation are due quarterly on the 10th calendar day. The Uninvoiced Cost Report is due monthly on the 10th calendar day. Unless otherwise specified, submittal of documentation with invoices is not required. The service provider will maintain onsite documentation to support all invoiced costs.

(3) Special Reports/Requests: Occasionally requested to provide specific information regarding activities conducted under the agreement.

5. Equal Opportunity and Program Accessibility

a. Equal Opportunity

(1) The One-Stop Operator will ensure that the organization’s practices for ensuring compliance with federal and state Equal Opportunity, Affirmative Action, and Non-Discrimination requirements, including the manner in which they are applied to the hiring, retention, and promotion of staff. 

b. Program Accessibility

The service provider will complete or update the current “Workforce Development Program Inclusion Assessment Tool”. 

c. Facility Accessibility

The One-Stop Operator will develop or update the existing “ADA Checklist for Readily Achievable Barrier Removal.”

6. Staffing and Staff Development

Experience, abilities, and motivation of the staff play a critical role in the ultimate success of the service delivery. One-Stop Service Centers must present and promote a professional, business like, and accessible service center setting. This includes, but is not necessarily limited to:

a. Establishing direct service staff whose sole responsibility at each One-Stop Service Center is to provide Greeter/Reception/Navigation services. The staff will be positioned at the entrance of the Service Center to direct and assist customers in accessing various employment, workforce development, and related community information and services. 

b. Ensure that staff is trained as necessary to effectively carry out all activities contracted;

c. Ensure that staff has, at a minimum, a working knowledge of available services and agencies, a pleasant/professional personality, and superior communication skills and are kept abreast of all new information and processes in a timely manner.

d. Establish an ongoing training program that focuses on ensuring that staff acquires the basic competencies of their positions is developed including for existing staff serving as back-up and new personnel.

e. Provide a system of management and staff development that supports service integration and co-location principles, as well as informed, professional and customer friendly service. 

f. Ensure that services are provided in a business-like manner and all individuals are treated with respect as a valued customer.

g. Maintain sufficient staffing levels and coordinate the activities of staff to maximize the efficiency and effectiveness of service delivery.

h. Ensure that each staff has appropriate back-ups to ensure that the expected level of service is maintained at all times that the One-Stop Service Center is open to the public.

	Section 7 – SERVICE PROVIDER REQUIREMENTS


Reference # 1 is provided to enable readers to obtain an idea of the full Michigan Works! structure within which the One-Stop Service Centers are provided.  It will provide you information on system programs and partners, integrated service delivery, eligibility, and required workforce development activities. In addition, further information is provided through Reference #2 (Criteria for One-Stop Service Centers), # 6 (Partners engaged in each One-Stop Service Center), and #15 (Physical properties of each One-Stop Service Center).
Section 6 and Reference #2, which described the overall responsibilities and expectations of the One-Stop Operator, must serve as the basis from which your response to these RFP Instructions is developed. These responses will serve as benchmarks to which the agency/organization will be held accountable. Those preparing responses to this RFP must ensure that your organization/agency has or can develop the capabilities to meet the standards described in this Statement of Work and those benchmarks offered in the proposal response. (Use Form D, “Narrative Response for Statement of Work” to record responses.)
A. Executive Summary

The One-Stop Operator is responsible for the coordination and management of day-to-day operations of the One-Stop Service Center including the coordination of facility usage in accordance with the “Certification Criteria for Michigan Works Service Centers” (Reference # 2).
B. Facilities Management

The One-Stop Operator will be responsible for the general oversight and management of two One-Stop Service Center facilities.

C. Resource Rooms/Centers

Each One-Stop Service Center must have a self-serve resource area or “resource room” which offers a wide-array of information and services to customers. Resource room materials must be kept current and relevant to the  needs of the customers served at the One-Stop.  
D. Inventory Control

The One-Stop Operator will be responsible for maintaining an up-to-date inventory of all equipment, property and resources within each service center in accordance with the MWAs “Property and Procurement Management Procedures.”

E. System Programs, Partners and Coordination

The One-Stop Operator must establish and maintain a collaborative and functional relationship with the Michigan Works System Partner organizations and other workforce development entities that may be housed at the One-Stop Service Centers.

F. Accessibility and Inclusion

A universally accessible system requires meeting the diverse customer needs that exist within the local service delivery area, which includes the needs of individuals with disabilities, people of different cultures, and persons with barriers to employment.

G. Customer Services – Employers and Individuals

Employers

The One-Stop Service Centers offer a broad range of integrated services that are provided free-of-charge to all employers to support economic and workforce development efforts.

Individuals

Core services provide job seekers and other individuals with information and tools to further their job-finding efforts, including the use of electronic systems, printed, and audio-visual materials. The One-Stop Operator is responsible for ensuring that “self-service” options and resources are available to individuals.

H. No Worker Left Behind (NWLB)

The One-Stop Operator will provide information and assistance to individuals seeking training assistance through the state NWLB initiative. This includes providing written and oral information regarding the NWLB initiative, assisting individuals to schedule for a NWLB Orientation, providing individuals with information required at the orientation, entering scheduling information on the OSMIS in accordance with state policy, and referring individuals to other partner agencies as necessary.

I. Public Information and Marketing

The One-Stop Operator will support effective marketing of the Michigan Works! brand that creates awareness in the marketplace and establish expectations among Michigan Works! customers concerning the types of services provided in the One-Stop Service Centers. Good marketing practices help insure One-Stop Service Centers’ continued success and visibility.  

J. Resource Integration

Service integration ensures that program and community resources are utilized effectively to create human capital solutions for businesses, industry, and individual customers. One-Stop Service Centers must allocate resources for system operation.

Financial support for the One-Stop Service Centers will come from all funding sources that are physically located at the One-Stop Service Centers. The Michigan Works Agency has determined the amount that will be allocated from each partner program for the support of the facility (rent, utilities, maintenance, etc.) and operations (One-Stop activities that provided the general support for all partners at the One-Stop Service Center.). The One-Stop Operation will facilitate the integration of these elements into a Memorandum of Understanding with all partners.

The One-Stop operator will coordinate the role of partners sharing responsibilities during periods of excess customer usage, disruption of Service Center activities, participation in formal and informal meetings, development of common calendars, etc.

K. Annual Certification

MWAs must verify that each service center location listed in their areas meets these requirements by submitting a self-certification checklist (Reference 2, Attachment B) for each location. The One-Stop Operator will assist in the regular and periodic certification of the One-Stop Service Centers.  This includes routine evaluations to ensure that all certification criteria are met and how corrective actions will be taken to address areas not meeting required criteria.

L. Administration and Management Requirements

1. Quality Assurance and Accountability

Because the Michigan Works System is a “customer-driven” system, it is imperative that high quality services are performed, monitored and maintained. Service providers will establish and administer a structured, “pro-active” customer satisfaction and service accountability system that measures the quality of services provided.

2. Internal Monitoring Mechanisms and Responsibilities

The service provider must establish internal procedures, which will ensure that compliance with Federal, State and local policies are adhered to. 

3. Equal Opportunity and Program Accessibility

A universally accessible system requires meeting the diverse customer needs that exist within the local service delivery area, which includes the needs of individuals with disabilities, people of different cultures, and persons with barriers to employment.

4. Staffing and Staff Development

Experience, abilities, and motivation of the staff play a critical role in the ultimate success of the service delivery. One-Stop Service Centers must present and promote a professional, business like, and accessible service center setting.

M. Implementation Time-line

The MWA anticipates that a number of the elements required in these RFP Instructions for the One-Stop Operator may not be fully developed and/or implemented by July 1, 2009. While many are currently in place, some elements may require development during the course of the program year. For example: Contingency plans for disruption of Service Center activities or functions; Memorandums of understanding between partners; labor market information and performance results for training programs and activities; marketing strategies; staff development; etc.)

You will be asked to provide an implementation schedule that includes: Identification of items required in these RFP Instructions that may not be fully developed and implemented by July 1, 2009; a time-line of when development of these elements will be completed; and an estimated implementation date.
	The Michigan Works! Agency may amend, add, or delete provisions to this Statement of Work prior to the execution of any agreement that may result from this solicitation.


	Section 8 – GENERAL ADMINISTRATION REQUIREMENTS


GENERAL PROVISIONS address the administrative roles and responsibilities of the Michigan Works Agency, vendor information, and process for the notification of awards and a number of provisions required by federal and/or state law as part of the solicitation process.  (See Reference # 7, “General Administrative Requirements” for detailed information.)


	Section 9 – ASSURRANCES, CERTIFICATIONS, AND STIPULATIONS


ASSURANCES, CERTIFICATIONS, AND STIPULATIONS identifies assurances and certifications which are required by state and/or federal law as they pertain to the administration of activities authorized by the Workforce Investment Act and other relevant statues and regulations.  (See Reference #8, “Assurances, Certifications, and Stipulations” for detailed information.)

	Section 10 – AGENCY INFORMATION, CERTIFICATIONS, AND EXPERIENCE


A. AGENCY INFORMATION 

Prior to contracting with any organization, the Kalamazoo-St. Joseph Michigan Works Agency requires pre‑certification of the proposer's ability to comply with State and Federal regulations in the following areas: 
1. FINANCIAL ACCOUNTING SYSTEM

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must provide a copy of the most recent audit of the agency, or in the absence of an audit, a statement from a CPA that the agency/organization's accounting system and internal control procedures are adequate for the purpose of accounting for and reporting of Federal revenues and expenditures in compliance with generally accepted accounting procedures and Federal requirements.
2. PROGRAM PERFORMANCE REVIEWS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must provide copies of monitoring reports, performance reports, program (non-financial) audits, etc., that attest to your agency’s operational capabilities. The documents must be relevant (i.e., address program operations that are the same as or substantially equivalent to those proposed) and current (i.e., not older than 2 years).

If none of these documents are available, provide a description of how your program activities and operations are reviewed for quality and customer satisfaction.
3. LEGAL STATUS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must include documentation that shows Board resolution specifying who within your organization is assigned the authority to execute contracts and revisions to contracts.
B. CERTIFICATION DOCUMENTS REQUIRING SIGNATURE/AFFIRMATION

The following documents will be incorporated into any agreement developed resulting from this solicitation. They require the organization to execute by signature and affirmation. (See Reference # 11, “Certification Documents”.)  These documents do not require signatures for this solicitation process.

· Equal Opportunity Statement

· Certification Regarding Lobbying Certification for Contracts, Grants, Loans, and Cooperative Agreements

· Certification Regarding Debarment, Suspension, Ineligibility, Voluntary Exclusion Lower Tier Covered Transactions
C. ORGANIZATIONAL EXPERIENCE 

The Michigan Works Agency/Upjohn Institute’s primary consideration in selecting agencies or organizations as a result of this Request for Proposal is the effectiveness of the agency or organization to deliver services described herein in terms of the following criteria:
· Likelihood in meeting performance goals

· Quality of the services provided, and

· Meeting the program design specifications

· Cost

Agencies/Organizations must use Form F to respond to 
one of the following:

Current MWA Contractors

Organizations that hold current subcontracts with the Kalamazoo-St. Joseph Michigan Works Agency (Upjohn Institute) for workforce development services serving the populations described in these RFP Instructions will need to complete the requirements outlined on Form F under “Current Subcontractor.”  Current MWA monitoring and evaluation reports will be used to assess organizational experience and demonstrated effectiveness.
All Other Agencies/Organizations

You will be asked to describe your organizations experience operating employment and training programs that serve unemployed, underemployed, economically disadvantaged populations, or individuals displaced from work through no fault of their own. For the agencies that have no experience you will be asked to describe your organization's past experiences that demonstrate the organization's potential for operating activities as described in these RFP Instructions. 
	Section 11 – PERFORMANCE OBJECTIVES & EXPENDITURES


A. PERFORMANCE OBJECTIVES

Complete Form B “Performance Objectives” by inserting your proposed performance goals. As necessary, these may be adjusted when final performance measures and standards have been established by the State.

B. EXPENDITURE SCHEDULE

Complete Form C-4, “Expenditure Schedule,” for the period July 1, 2009 through June 30, 2010. Monthly expenditures may vary from month to month depending on the cycle of unemployment activity.

Note: Exhibit15 contains One-Stop Service Center logistical information for the Kalamazoo-St. Joseph Michigan Works! Area.

	Section 12 – NARRATIVE RESPONSE/WORK STATEMENT


Expectations for the Kalamazoo-St. Joseph Michigan Works System have been identified in these RFP instructions. The narrative response must take into consideration not only what your organization would be directly responsible for, should your proposal be accepted, but also the level of reliance on other components of the local Michigan Works system and the community. 
Use “Form D” for your Narrative Response
	Section 13 – STAFFING


A. DESCRIPTION OF STAFFING

For staff assigned to provide Intensive Services, in whole or in part, provide the following information that describes the level of staffing. (These staff will also be listed on the “Staff Wage and Benefit Detail,” Form C-1).

B. RESUME`

You are asked to provide an updated resume` of all staff assigned to this project which includes there current position.

C. ORGANIZATIONAL STRUCTURE

You are asked to provide a chart that depicts the organizational relationship of the positions identified above. Include the line of supervision, FTE’s for each position, and relationship to non One-Stop staff that may be assigned supervisory responsibility over WIA funded staff. 
	Section 14 – BUDGET


A. BUDGET INFORMATION AND FORMS

The forms contained in this RFP have been produced in an electronic spreadsheet format (Microsoft Excel). The individual forms are presented as separate “worksheets” and are electronically linked to each other. Therefore, they are intended to be completed in the order presented. Instructions pertaining to data entry in specific cells are included on each form. Please review the “Instructions” tab prior to completing any of the Budget Forms.
1. Staff  Wage and Benefit Detail (Form C-1A)
The Staff Wage and Benefit Detail provides a breakdown of the wage and fringe benefit cost for each position funded for the proposed services. The detail from this form provides the detail necessary to complete the Budget Detail Worksheet. For purposes of this proposal, a single cost category will be used (“One-Stop”.)

NOTE:  When completing the Budget Detail Worksheet (Form C-2) and Budget Summary (Form C-3); include only those expenses that are used exclusively for the support of all partners (not specific to an individual program).

The One-Stop Service Center supports an infrastructure for all partners housed at the One-Stop Service Center facility. Reference 15, “Description of Kalamazoo-St. Joseph One-Stop Service Centers” provides a description of costs that are generally associated with the operation of the One-Stop Service Centers.
2. Budget Detail Worksheet (Form C-2): This form provides a detailed presentation of each of the line items appropriate for the activity proposed. Total expenses noted for each line item are transferred to the appropriate cost category/line item on the Budget Summary. Wage and benefit information is extracted from the Staff Wage and Benefit Detail.

3. Budget Summary (Form C-3): This form provides the summary of line item cost, by cost category. Information presented on this form is extracted from the Budget Worksheet. DO NOT ENTER DATA ON THIS FORM.
4. Expenditure, Enrollment, and Termination Schedule (Form C-4): This form will document the anticipated monthly of participant and expenditure activity throughout the contract period. Projections of the monthly activity will reflect what would reasonably be expected based on the program design. An equal monthly distribution of participant activity and/or expenditures is not reasonable and will not be seen as an acceptable response. 

B. BUDGET INFORMATION
1. Period of Budget- The budget presentation should reflect expenses for the period of performance stated in the proposal. The duration of this funding cycle extends from July 1, 2009 through June 30, 2010.
2. Budget Presentation- A line item budget is required for all proposals.

3. Budget Narrative (Form C-5) The narrative will provide a description of the elements of each line item on the “Budget Detail Worksheet”.  This is in Microsoft Word format.  Please follow specific directions when completing the narrative descriptions.  Examples of responses are provided.
C. COST CATEGORIES

For purpose of this RFP, expenditures identified must comply with the limitations on certain costs as defined by regulation. All costs identified in the proposals submitted for consideration must be identified in the cost category “One-Stop”.

D. ALLOWABLE COSTS

Only costs directly related to the operation of the One-Stop Srvice Center and properly supported with back-up data and records will be allowable charges to the program. For shared time or shared facilities arrangements, where staff charges, facilities, utilities, supplies, etc., are to be funded by more than one source, a cost allocation plan must be included with each proposal.

E. INDIRECT COSTS
Indirect costs (i.e., charges based on a percentage of the budget or actual expenses) will not be accepted as part of any funded proposal.

F. CHART OF ACCOUNTS

A “Chart of Accounts” provides a description of the types of cost that are most likely to be included in the respective line item of the budget documents. Because these definitions may differ from the descriptions that may be used by other organizations, please consult Reference #4, “Employment and Training Program – Chart of Accounts when assigning costs to your budget line items.

End of RFP Instructions

Required certifications, forms, and response worksheets are on the following pages.
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Funding levels identified in this RFP are preliminary estimates and are used for planning purposes only. These levels do not include carry-over of unexpended funds from prior year.






















































